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Job Vacancy Announcement

Diné College-Department of Human Resources

PO Box 98

Tsaile, AZ 86556

928-724-6952/6603

Position Title:

DEAN of ACADEMIC ADMINISTRATION


Vacancy Number:
035.TS11.AD

Location:


Dean of Academic Administration, Tsaile, AZ 

Salary Classification:
Grade 14-$54,845.90-$82,268.84
Open Period:

May 31, 2011 


Closing:
Open Until Filled
Brief Description of Role of the Position:

· The Dean of Academic Administration oversees the academic areas of Business, Center for Diné Studies, Center for Diné Teacher Education, Humanities, Math, Science, & Technology, and Social/Behavioral Sciences. Responsibilities also include oversight of the direct academic support service departments of Records & Admissions, Faculty Professional Development, and Student Learning Assessment. The Dean of Academic Administration will lead academic and research efforts, administer programs, and provide supervision of personnel and budgets in support of the College mission. This position works with external organizations. The Dean must comply with applicable college policies and procedures as mandated in the Dine College Personnel Policies and Procedures Manual (PPPM). This is a 12-month Administrative position.

Major Duties and Responsibilities:

40%
Develop, organize, and manage college level academic departments and the direct academic support departments of Records & Admissions, Faculty Professional Development, and Student Learning Assessment. Oversees functions of these departments to ensure they are effectively functioning in support of student learning, and in compliance with College mission and accreditation agencies.

30%
Directly supervise faculty chairs and department heads. Recruits, interviews, trains, direct, supervise, and recommend hires, reassigns and disciplines employees according to PPPM. Plans, organizes, and assigns work.  Monitor performance and conduct.  Conducts performance evaluations, develops performance improvement plans (if necessary) and recommends appropriate training.  Administers leave according to work requirements.  Takes appropriate and documents for disciplinary actions or grievance actions.  Recognizes work accomplishments.  Identify, analyzes problems, gather pertinent facts/data, and identify or recommend solutions.  Makes well informed, effective, and timely decisions with factual and rational documentations.  Provides solutions that adhere to College policies even if the consequences can be perceived as unpleasant.  Provides leadership, facilitates, and implements planning, both short and long range as outlined in the College’s Mission and Strategic Plan.  Recruit faculty and staff and oversees supervision and training.

15%
Provide timely and complaint reporting to meet internal College requirement as well as for external organization requirements. Utilize reports to inform decisions in support of academic integrity. Work with appropriate personnel to develop and ensure strategic planning initiatives.

10%
Develop and maintains accurate and efficient fiscal management and operations.

5%
Oversees institutional and grant budgets. Recruit faculty and staff and oversees supervision and training.

Minimum Qualifications:

· Two years to five years of similar or related experience.
Education:

· A Master's degree or a specialized certification program taking one year or more of coursework beyond a Bachelor's degree.

Experience:

· Interpersonal Skill: Courtesy, tact, and diplomacy are essential elements of the job.  Work involves much personal contact with others inside and/or outside the college for purposes of giving or obtaining information, building relationships, or soliciting cooperation.

· Independent Judgment: Diversified procedures, specialized job standards, and specific policies guide the latitude permitted for independent judgment.  Work requires analytical ability, judgment, and ingenuity.  There is a moderate amount of discretion available in the job. Operational decisions are made and normally reviewed with supervisor after enacted.

· Mental Process: Problems encountered are relatively simple in nature, requiring some analysis or research to determine the best solution from a limited number of prescribed options.  The job is faced with interpersonal, analytical or organizational demands which the general population would be able to perform with adequate training

· Operation of Equipment and/or Machinery: Required to drive College vehicles when necessary; Navajo Nation Driver’s Permit required.

Language:

Must be able to demonstrate a high degree of fluency in the speaking and writing of the English language.  Oral fluency in Navajo is highly desirable, but not mandatory.

Conditions:

Pre‑employment policies as indicated in the Diné College Personnel Policies and Procedures Manual 300.01. Section F, for background verification, and 400.04, Section H.1., for substance abuse prevention, and 400.02, Section A.2., probationary period 120 workdays for supervisors.

How to apply:


Submission of a resume' form alone IS NOT a complete application. This position requires the completion of additional forms and/or supplemental materials as described under Required Documents section. Please carefully review the complete job announcement and the "Required Documents" instructions. Failure to provide the required documents will result in your application not being considered for employment. Indian & Veterans preference will not be given unless a properly signed and dated form is submitted with your application 

Please find all the information/documents needed to apply on our website:  http://www.dinecollege.edu 

We do not accept FAX copies & incomplete packets 
Diné College gives preference to eligible applicants in accordance with the Navajo Preference in Employment Act (NPEA) and the Veterans' Preference.
